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APPLICATION FOR RECORDS RETENTION SCHEDULE | DFFICE OF THE SECRETARY OF sTATE

DEPARTMENT QF ARCHIVES AND HISTORY
. RECORDS MANAGEMENT DiVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on compileting this form. Forward signed original to
Departmant of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Schaduling Section. ‘ . ;

POR AGENCY USE 1. Agency Address ' ' ' ‘ FOR RECORDS MANAGEMENT USE

Application Date Georgia Department of Human Resources Application Number
May 6, 1976 Division of Benefits Payments "7(,- | 4 g
Food Stamp Unit - 618 Ponce de Leon, N. E.

AWNWI;"H;:? Atlants ,mgeorg fa 30306 | g Dste Recaived Date Completed
L | , - 71976 | MAY 13 1978
2. Person to Contact _ ~ Working Title Telephone Number
___HS- Betty Bondurant Secretary III ' 894-4246

. Agtion Reguestsd i
8. B Estabusn Retention Scheduie; record will continue to accumulate.
b. (0 Dispose of prasent accumulstion; no further accumulation antu:lpated

¢, O Amend Application No 0 e Check One: O Change_zft O Supercede: O Veid

4, Dates of Series S, Roeords SOI‘IM Tltle {folIowed by tltfe used in off:ce, i drfferent}
Earliesnt Latest : P - - - - N

1965 L to date . Food Stamp Ind1v1dua1 County Department Fi les ) _
6. Division and Office Function - What is the function of the Division and ths Office in which this record series is created?

The Division of Benefits Payments is responsible for. superv1sing and regulating assistance -
programs which provide to indigents in the State food and monetary assistance and/or medical
care.

The Food Stamp Unit is responsi‘ble for the ‘administration of the Food Stamp program within
the State., Included, but not limited to, are: .the cértification of applicant households;
the acceptance, storage, and protection of coupons after their delivery to receiving points
within the State; outreach to potentially eligible households; the issuance of food coupons
to eligible households; and the control of and accountability for the food coupons.

7. Record Soriu Description This file contains the followmg documents {mc!ude form numbers and tlr!es if any):
Attach sampiles of the flle ‘ .

Documents relating to:
administering the Food Stamp program in the State of Georgia.

Included are: : '
1 folder for each of the 159 counties. Each county folder contains all agreements and

correspondence relating to administering the Food Stamp Program and the issuance of food
stamps in that particular county; and form Rev. 7-74 "Exhibit B - Information Sheet"
(which must be kept up-to-date) which shows date; effective date; starting dates of pro-
gram - certification/issuance; title and address of project area and name and title of
person in charge; location and schedule of certification office; location and schedule
of issuance office, such as bank, government, post office, or other; whather issuance
is monthly or semimonthly; type of issuance system used; preparation of Authorization to
purchase is by EDP, addressograph, or typing machine is used; shipping address for cartorfs

File is arranged: : (of coupon books; names and titles of persons authorized to
alphabetically by county. - (accept and receipt for shipments; whether general assis- Jn
_(households are certified as public assistance or nonassistgnce
8. Monthly Reference Rate How often are records referred to which are:

One to six months old _E‘il_y_'_fgever; to twelve months otd 9811Y ; Thirteen to twenty-four months old ___..__.__daily -

twenty-five months and older
!

9. Annutl Rats of Accum.ulatlon of Fhoorda ’

Letﬂmlza drawers =2 . - Logalwlzé dlfawers > :;Shelves —— fétﬁer (specify} -

ARM=80-T1; Rev, 78 woTon Over)




, e e a
-Y_H NO | 10. Questionnairs  (Place an ‘fX" in the proper column) 7 ' j
- 8. Is this the official copy of the series? a
X If not. where is it? -
% b. Does the serles eontam confidential information requiring security handling? If yes, cite law or regulation,
X | e isthis a vital record? :
X | d, Does this series havs historical or long term research vaiue?
e. Whaen one or two documents in the file make it necessary to keep the entire file for a long period, could these
X
documents be scheduled separately? . : : .
bl I A |ssmmnmmnmmmmmmmnm_l_nunnch coDv. S }
g.Is the information contained in this series ever analyzed and/or recorded ina summanzed report? )
X _If ves, attach copy, ~
h. is thers a duplication of this series in your office, or in another offlce or agencv? :
X1 it ves, where?
= 1 1 lathis saries (or 4 major portion of it} requiarly micrafilmed?
% 1_1._Doss the record serjas resujt in a comouter printout? .
11. Rstention Requirements The following requires the series to be kept: B
" a. State Lew — years, ‘d. Audit period years.
b. Statute of limitation e years. - 8. Administrative rieed years.
e. Federal law 3 fiscal years. -4, Federal retention instructions 5 years,
(or longer, 1f instructed in writing by FNS or DHEW)
Amch eopv or excert of laws or rsgulat;ons Explain admmmratwe need. - c- ) o
See attached regulation -_,,Federal Reg:lster page 11261 - e o o
AT P e Dot e Ly ol st S T oy s U;‘A“—- - L -
12. Approved Dlaposition lnl}rucﬂﬁm This agancy recommends that the flle series be cut off at the end of aach
Pa e el el “ a Ca!andar Yur B;Fucal Year Cl Other oo 3 s __lithed 7
’B Hold in ;ho curront files arés - month(s) 2 y_ear(sl then ""_ ) : = fEAT ldnas =
0 Transter to local holding area; ho!d vear(s) then - . o % F S ST S
XF Transter to State Records Canter; hold _year{s); then IELEETR g B e
X¥ Deitroy.
O Transter to State Archives for permanant retantion.
O Other (Specity)
ol o - &= = e .‘:‘ ol TR o o *
2T oae -7 - s -7 ‘ ‘~_:,5 ‘, T ; _ :‘__ ‘
"AA ) ’ i . f Fhodeozn b tonetTs et Ik (: e
Thess instructions apply to all prior r and: future accumuiations of rthe saries. : . _ o 4,‘: o f : . —);. ' -
T oantn -_;: -\-'-.-s-— “c; Py Tl L LI CosLL I ?.-:;t:ﬁ: - ‘{_'"__':‘*:‘(-‘-#.‘ “r‘ i '(:
5_1 ney Hnd!Dulgnne (S:gnature} o] . Date Rooords Management Offloer (ngnature} - Date
15451 6«7 A o | #-29-7k K;;,l%a[z_.}f%?/‘f?* /. L*/EQEZ{J\W\ S -25-7
v -
Stute Records Committee (Siglmm) ) Date
Fhoommendatlons in pars- 3 - _ [ o
graph 12 are approved. ta” Auditor/Designee \ - :
(If disapproved, attach letter 04 i Y \o ’1'{;’
of explanation.) Se J'ﬁ State/Designes 7" 7 L
o | Attormv Genarai/Designes MJ @ Jd*/72-26
KRRV Rev. 7o TRevarse Side} -



